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rolicy xeking, 

2. Fisis long renge Biogrecnicel Intelliz eence projects. 

3. Flens and revievs 211 speciel reseerch reports end verifies the source, 

4, Directs methods of filing, indexing, end processing of wseteriel end zenerel office 
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5. Contacts libraries end reseerch institutions in the United States to 
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Office of the Chief 


1. “orks in conjunction with the Office of the Chief in regerd to wenere] 
rolicy making, 

e. Directs methods of coding, machine operetions snd over ell Processing, 
J+ Coordinstes with tie Intellizence Control Section for the eurrose of 
rroducing eccurate end corrlete Siosrerhic rerorts, 

4. Freperes periodic stetistical reports in order to deternine gers. 


De anelyzes nrocejurel rrobleis in the control of Diosrerhic intelligence 

so fer as the runch cerd metsod and coding ere concerned, 

Ce Collstoeretes with represente tives of other Prenctes in conducting 
surveys for the rurrose of determining the further use of runcn cerd 

métsods in recording biogrexhic intellizence. 

7. Surveys the Machine end Code Units at reztler intervals for the purpose 
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Meehine Unit : | 


Code Unit 


1. Es shes code sirmcture for 21] Fiozrerhic 1. Yunch end verify ell materiel to be 
intell meterial includins orgenizaticns, positions, |) included in the Bioz arazhic see card files, 
besic & and intellicence, 2. Service the i Diogrerhic jwaner card files 
2, Rev end revises ell code structure periodically throuzh e mechine technicue. 
or wher necessery to insure sdecuete covereze. 5. Frepare syeciel end recurrent listings 
35. Ww ates with the iechine Unit in deteraining end ctatisticel rerorts 4s tee ted by the Chief 
| the fe ity of mechine edentibility to proposed 4. Frepare procedures and fora mMiate metzods 
|. codes, end technicues for processing recurrent end 
| MU, Cleesifies ell materiel in eccordence vith esteblishe special listings end ee 
, codes in order thst intelligence mey be recorded on 5. eintsin the se curity o £ ell bic.rephic 
| Tanch cerds. punca cerd files, 
| 5. Useinteains librery of entire orgenigetion file by 6. Screen by the use of I ink, releted files 
country or reference rurposes, ; : for the purpose of filling existing aeps. 
|; ¢.« Meinteins, cn a current t esis, code books including Ts Feriogicelly review present processing 
| all revised cotes and other aise. methods with a view to incressed effic ciency. 
 f- Nainteins control of ell metericl received in the 6. Design cards and forms for use in stechine 
; Unit enle record of the number of documents received processing. 


3 Review coding methods for adecuscy of 


| end the nurber of individusl itess coded, 
| Thu tebulating methods. 
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